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1. Under the Records Management Program, spearheaded by
this Office, we have developed a proposed correspondence con-
trol procedure for uge throughout the Agency where applicable.
A copy of the procedure and the control form 3xb_attached.

2. Section II-C-1(b) of +this procedure provides for one

'copy of the control Torm to serve as a log. The Torm shows all

information norwally included on the standard log forms. The

use of this procedure, where a control on correspondence is re-
quired, eliminates the need for the additional worl of duplicating
the information on the standard log form.

3. We feel that the procedure, where applicabie, will save
tivwe and will adequately serve the purpose of the log. It is
therefore requested that you s prove its use in accordance with
Regulatiod::f::] paragraph O(5), which requires the joint ap-
proval for such forws by the CIA Records Officer and the
Assistant Deputy (Inspection and Security).

4. In an informal discussion between | lof your STAT
office, and [ ]of this office, it was tentatively agreed
that use of the forwm In the suggested manner would be satisfactory.
I there are no further congiderations, we would appreciate an
indication of your approval. A space for the approving officisl
to sign is provided below. STAT
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Porms for the Mgintenance of Logs

1. Under the Records Menegewsnt Program, spearheaded by
this Offlce, we have developed a proposed correspondence con-
trol provefdure for use throughout the Agency where applicsble,
A copy of the procedurs and the control form are sttached.

2. S8ection IT-C~L{b) of this procedure provides for one
copy of the control form to seyve a8 a log. The form shows sil
information normalily ifncluded on the stapndard log forms. The
use of this procedure, where a control on correspondence is reas

‘quired, sliminates the need for the additionsl work of duplicating

the informetion on the stenderd log foru.

3. Ve feel that the procedure, vhare applicable, will save
time and will adeguately serve the purpose of the log., It is
therefore reguested that you apprave iis use in sccordance with
Regulation paragraph 0{%), vhich requires the joint ap-
proval for such forms by the CIA Racords Officer and the
Asgistant Deputy (Inspection and Security).

b, In an informal Aiscussion Detween | fof your STAT
ofTice, end | of this office, it was tentatively agreed
that use of the form in the suggested memmer would be satisfactory.
If there are no further considsrations, we would appreciate an
indication of your approval. A space for the approving official
to sign is provided hnelow,
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